UNITED STATES DEPARTMENT OF AGRICULTURE _
Farm Service Agency Notice FI-2462
Washington, DC 20250

For: State Offices

Calculating Relocation Income Tax Allowance (RITA) When Year 2 Is Calendar Year 2000

Approved by: Deputy Administrator, Management

W&L

1 Overview

A
Background

B
Purpose

The personnel and payroll function for County Office CO employees was
transferred to NFC on October 10, 1999. Beginning in calendar year 2000,
County Office CO employee moving expenses were paid through NFC'’s travel
system because moving expenses must appear on the employee’s W-2. RITA
payments must also appear on W-2; however, NFC will not calculate RITA for
moving expenses incurred before January 1, 2000, where calendar year 2000 is
Year 2.

IRS has provided FSA with a PC version of the software that shall be used by
State Offices to calculate RITA for CO employees whose Year 2 is calendar year
2000.

Note: This is the last year that State Offices may calculate RITA. All moving
expenses after January 1, 2000, were to be paid through NFC; therefore,
RITA claims must be filed with NFC.

This notice:

» provides instructions for calculating RITA using the IRS PC application
» provides instructions for requesting payment through NFC’s MANLOG
* requires a report of RITA claims processed.

Continued on the next page
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Notice FI-2462

1 Overview (Continued)

C
Contact

IF there are any questions about... | THEN contact...

RITA policy Travel Unit at 703-305-1408

RITA software Debbie Simmons, FMD at
703-305-1309.

2 Diskette of RITA PC Application

A

RITA Files
Available on
Diskette

B

Determining
Taxable Moving
Expenses

12-6-00

Files containing the IRS version of the RITA PC application have been copied to a
diskette and mailed to State Offices. State Offices that have a RITA claim
pending, where calendar year 2000 is Year 2, shall insert the diskette in a State
Office PC and use the files to calculate an employee’s RITA allowance. The
following files are on the RITA diskette.

 RITAO00.EXE

* RO0099.EXE
* RO098.EXE
« RO0097.EXE
* RO0096.EXE

Notes: The files shaINOT be downloaded to CCE PC. Windows NT cannot run
this DOS-based program.

After the program is accessed, the systalrbwild a file labeled
"RITA.DTA" to store the RITA calculations.

The Travel Management Desk Reference Guide explains policies and procedures
for:

« determining taxable moving expenses
e paying withholding tax allowances
« filing RITA claims.

Note: The Travel Management Desk Reference Guide can be found on BBS
under the "Travel" library.

Continued on the next page
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Notice FI-2462

2 Diskette of RITA PC Application (Continued)

C
Using PC
Version of RITA

12-6-00

The following table provides instructions for beginning the RITA program from
the diskette.

Step Action

1 Insert the diskette in the diskette drive.

Double-click the left mouse button on the icon "My Computer".

2
3 Double-click the left mouse button on the icon "3 %2 Floppy (A:)".
4 Double-click the left mouse button on the file labeled "RITAOO.EXH".

Exhibit 1 provides instructions for using the PC version of the RITA software to
calculate RITA for taxable moving expenses incurred before January 1, 2000,
where calendar year 2000 is Year 2.

Note: The Federal and State income tax tables are included in the PC version of
RITA software. State Offices shall not dataload the tax tables before using
the software.

Continued on the next page
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Notice FI-2462

2 Diskette of RITA PC Application (Continued)

D
States That Do There are a few States that do not allow taxpayers to claim a deduction of moving
Not Allow expenses for State income tax purposes. If the State does not allow deduction of

Deduction of

moving expenses for State income tax purposes, the gross RITA must be adjusted

Moving Expenses to allow for the additional tax burden. The following table provides the steps to
for State Income  calculate an adjustment in these States, after using the IRS PC diskette for the

Tax Purposes calculation. Line numbers refer to the line on the IRS calculated printout.
Step Action Calculation
1 A | Enter State tax rate shown in line 7.
B | 1.0 minus YR1 Federal tax rate shown in line 6.

Multiply 1 A times 1 B to obtain "Step 1 Result".

2 A | Enter the "Step 1 Result".
B | 1.0 minus YR2 Combined Marginal tax rate shown in line 9.
Divide 2 A by 2 B to obtain "Step 2 Result".
3 A | Enter the "Step 2 Result".
B | Enter the reimbursed moving expenses in Year 1 that were dedudtible

for Federal tax, but not State tax purposes.

Multiply 3 A times 3 B to obtain "Step 3 Result".

4 A

Enter the "Step 3 Result".

B

Enter the Final RITA, Year 2 shown in line 13.

Add 4 A and 4 B to obtain the "Adjusted Gross Amount of RITA"

3 Making P

A

ayment or Collection for RITA

Enter Requestin  RITA payments or collections must be requested using NFC's MANLOG.

MANLOG

12-6-00

Instructions for entering data in MANLOG are contained in NFC Manual Title 1,
"Payroll Personnel Manual", Chapter 18, "Document Tracking System"”, pages 26
through 28.

Continued on the next page
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Notice FI-2462

3 Making Payment or Collection for RITA (Continued)

A

Enter Request in
MANLOG
(Continued)

B
MANLOG

Inquiry

In the "Remarks" field, enter 1 of the following statements, inserting the correct
gross amount and State Office contact information:

« for payments, "Please make backpay of $xxx.xx gross, with applicable
deductions for FICA and taxes. Period covered pp 18, 1999. Payment to
address on database. Contact (name), (telephone number)."

« for collections, "Please collect an overpayment of $xxx.xx gross, reduced by
applicable deductions for FICA. Period covered pp 18, 1999. Contact (name),
(telephone number)."

NFC should make payment within 5 workdays. When payment is issued, NFC will
update MANLOG to include the schedule number used. State Offices can use the
inquiry function of MANLOG to determine when the payment has been released.

4 State Office Action

A

Notify Employees
Required to File
RITA

B

Process RITA

C
Report RITA
Claims Filed

12-6-00

State Offices shall immediately notify employees that were reimbursed for taxable
moving expenses in 1999 to file for RITA.

Note: If an employee received withholding tax allowance (WTA) in 1999, the
employee is required to file a RITA claim or refund WTA.

Follow the instructions in this notice and process RITA as early as possible in
December.

FAX a report of the RITA claims filed to Debbie Simmong@8-305-1144 and
include:

« POI

* employee’s SSN

» gross amount of RITA

» date entered in MANLOG

» State and County code of county relocated to.
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Notice FI-2462 Exhibit 1

Instructions for Using PC Software to Calculate RITA

Access the 2000 RITA software by selecting the file "RITA0C0.EXE". The following is an example of the
beginning screen.

‘WordPerfect - [Docu...

The year that the employee received taxable moving expenses is "Year 1". Select the option that
corresponds to the appropriate Year 1 and PRESS "Enter".

Continued on the next page
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Notice FI-2462 Exhibit 1

Instructions for Using PC Software to Calculate RITA (Continued)

The following is an example of Screen 2.

RITA 2000 . . . . . « . « & &« + & &« = « =« = « - - FOR YEAR 1 = 1999

EELOCATICON INCOME TAX ALLOWANCE CALCULATION FOR
YEAR 2 = 2000
AND

YEAR 1 = 1399

Do YO WANT TC CONTINUE WITH A YEAE 1 = 1999 REITA?
Enter Y to continue or

Enter N for a different YEAR 1 computation

i Stant E.'L"-.|:||:|Ii|::ati|:|r|:s: for Debbie Ba... % Rita00 %9 Corel WordPerfect - [Docu...

This screen verifies the Year 1 selected. ENTER "Y" if correct or "N" to return to Screen 1 to make the
correct selection and PRESS "Enter".

Continued on the next page
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Notice FI-2462 Exhibit 1

Instructions for Using PC Software to Calculate RITA (Continued)

The following is an example of Screen 3.

RITA 2000 . . . . . « . « & &« + & &« = « =« = « - - FOR YEAR 1 = 1999

#%*** Please write this down. It will not be repeatedl ##F###%

When wyou realize you have made an incorrect entry on a previous line
{or screen) vou must exit the program and start over. DIRECTIONS:

1} Hold the "CTRL'™ kev while pressing the "BEERK™ kevy
2) Then press any key.

EERDY T CONTINUE (PRESS THE "EETURNT™ OR TENTER®™ EEY; ?

i Stant E.'L"-.|:||:|Ii|::ati|:|r|:s: for Debbie Ba... % Rita00 %9 Corel WordPerfect - [Docu...

PRESS "Enter".

Note: If errors are made on the following pages, the user must exit the program and begin again.

Continued on the next page
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Notice FI-2462 Exhibit 1

Instructions for Using PC Software to Calculate RITA (Continued)

The following is an example of Screen 4.

RITA 2000 . . . . . . . . . « . - « « « « « . - . FOR YEAR 1 = 190889
EELCOCATION INCOME TAX ALLOWANCE
YEAR 2 CALCULATICN

ENTER FIERST NAME OF CLATMANT 7

i Stant E.'L"-.|:||:|Ii|::ati|:|r|:s: for Debbie Ba... % Rita00 %9 Corel WordPerfect - [Docu...

Enter the employee’s first name and PRESS "Enter".

Continued on the next page
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Notice FI-2462 Exhibit 1

Instructions for Using PC Software to Calculate RITA (Continued)

The following is an example of Screen 5.

RITA 2000 . . . . . . . . . « . - « « « « « . - . FOR YEAR 1 = 190889
EELCOCATION INCOME TAX ALLOWANCE
YEAR 2 CALCULATICN

ENTEE FIEST NAME OF CLAIMANT ¢ 3ly

ENTEE LAST NAME OF CLAIMANT ¢

i Stant E.'L"-.|:||:|Ii|::ati|:|r|:s: for Debbie Ba... % Rita00 %9 Corel WordPerfect - [Docu...

Enter the employee’s last name and PRESS "Enter".

Continued on the next page
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Notice FI-2462 Exhibit 1

Instructions for Using PC Software to Calculate RITA (Continued)

This is an example of Screen 6.

RITA 2000 . . . . . . . . . « . - « « « « « . - . FOR YEAR 1 = 190889
EELCOCATION INCOME TAX ALLOWANCE
YEAR 2 CALCULATICN

ENTEE FIREST NAME OF CLAIMANT 7 51y
ENTEE LAST NAME OF CLAIMANT ¢ Barker

ENTEE SOCTIAL SECURITY NUMBER OF CLAIMANT A5 999/99/0099 7

i Stant E.'L"-.|:||:|Ii|::ati|:|r|:s: for Debbie Ba... % Rita00 %9 Corel WordPerfect - [Docu...

Enter the employee’s SSN using the back slash to separate the segments.
Note: If the back slashes are not included, the system wihoogpt SSN.

PRESS "Enter".

Continued on the next page
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Notice FI-2462 Exhibit 1

Instructions for Using PC Software to Calculate RITA (Continued)

The following is an example of Screen 7.

RITA 2000

FOR YEAR 1 = 1900

EELCOCATION INCOME TAX ALLOWANCE
YEAR 2 CALCULATICN
ENTEE FIEST NAME OF CLAIMANT ¢ 3ly

ENTEE LAST NAME OF CLAIMANT ¢ Barker

ENTEE SOCIAL SECURITY WUMBEE OF CLAIMANT A5 999,/00/0000 7 345//7/8002

ENTEE AMOUNT OF EAENED INCCME FOR CLAIMANT IN YEAE 1
{or claimant and spouse if married filing joint return)
ENTEE A WVALUE THAT I3 GEEATEE THAN 0 (Do NOT enter 5 or comma) 7

i Stant @.'L"-.|:||:|Ii|::ati|:|r|:s: for Debbie Ba... % Rita00 %9 Corel WordPerfect - [Docu...

Enter the "Total Earned Income" from AD-1000, Section 1.

Note: Include the decimal place, but omit the dollar sign and commas.

PRESS "Enter".

Continued on the next page
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Notice FI-2462 Exhibit 1

Instructions for Using PC Software to Calculate RITA (Continued)

The following is an example of Screen 8.

RITA 2000 . . . . . . . . . « . - « « « « « . - . FOR YEAR 1 = 190889
EELCOCATION INCOME TAX ALLOWANCE
YEAR 2 CALCULATICN
ENTEE FIEST NAME OF CLAIMANT ¢ 3ly
ENTER LAST NAME OF CLAIMANT ¢ Barker

ENTEE SOCIAL SECURITY WUMBEE OF CLAIMANT A5 999,/00/0000 7 345//7/8002

ENTEE AMOUNT OF EAENED INCCME FOR CLAIMANT IN YEAE 1
{or claimant and spouse if married filing joint return)
ENTEE A WALUE THAT I3 GEEATEE THREN 0 (Do NOT enter 5 or comma; 7 64220.40

WHAT WAS CLAIMANT'S FEDERAL TAX FILING STATUS IN YEAR 17
1 - SINGLE
Z — MARRIED FILING JOINT RETURN
3 - MARRIED FILING SEFARATE RETURN
4 - HEAD OF HOUSEHOLD
5 - QUALIFYING WIDOW(ER} WITH DEPENDENT CHILD
ENTER NUMEER OF CORRECT ANSWEE 7

i Stant @.'L"-.|:||:|Ii|::ati|:|r|:s: for Debbie Ba... % Rita00 %9 Corel WordPerfect - [Docu...

Select the option that reflects the employee’s tax filing status, shown dio8@-Section 2 and PRESS

"Enter".

Continued on the next page
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Notice FI-2462 Exhibit 1

Instructions for Using PC Software to Calculate RITA (Continued)

The following is an example of Screen 9.

DID EMPLOYEE EELOCATE TO OR FROM A POINT, OFE BETWEEN POINTS,
IN THE COMMONWEALTH OF PUERTS RICOY ENTER ¥ OR N 7

i Stant E.'L"-.|:||:|Ii|::ati|:|r|:s: for Debbie Ba... % Rita00 %9 Corel WordPerfect - [Docu...

If the employee’s relocation was to or from Puerto Rico, ENTER "Y", if not, ENTER "N" and PRESS

"Enter".

Continued on the next page
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Notice FI-2462 Exhibit 1

Instructions for Using PC Software to Calculate RITA (Continued)

The following is an example of Screen 10.

RITA 2000 . . . . . « . « & &« + & &« = « =« = « - - FOR YEAR 1 = 1999

DID CLATMAINT INCUE STATE IMNCOME TAX LIABILITY QN EELOCATION
EEIMBURSEMENTS RECEIVED IN YEAR 1 IN ONE STATE ONLY, OF IN
MORE THAN ONE 3TATE?Y

FOR THIS PURPCSE, STATE INCLUDE3S THE 50 STATES AND
THE DISTEICT oOF COLUMBIA.

1 ONLY ONE 3TATE
2 MORE THAN ONE 3TATE
ENTER CHOICE - EITHER 1 OFR 2 @ ¢

i Stant E.'L"-.|:||:|Ii|::ati|:|r|:s: for Debbie Ba... % Rita00 %9 Corel WordPerfect - [Docu...

If the employee received taxable moving expense reimbursements in:

e only 1 State, ENTER "1"
* more than 1 State, ENTER "2".

PRESS "Enter".

Continued on the next page
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Notice FI-2462 Exhibit 1

Instructions for Using PC Software to Calculate RITA (Continued)

The following is an example of Screen 11.

IN WHICH 3TATE DID CLAIMANT INCUE S3TATE INCCME TAX

LTIABILITY ©N RELOCATICN REIMBURSEMENTS IN YEAR 1
1 - ALABAMA 18 - EKENTUCKY 35 - M. DAEKOTR
Z - ALASEA 19 - LOUISTIANA 36 - OHIO
3 - ARIZONA 20 - MAINE 37 - OKLRHCMER
4 - ARKANSAS 21 - MRRYLAND 38 - OREGON
5 - CALIFOENTA 22 - MASSACHUSETTS 39 - PENNSYLVANTIA
6 - COLORRDO 23 - MICHIGAM 40 - REHODE ISLAND
7 - CONNECTICUT 24 — MINNESOTR 41 - 5.CAROLINA
& - DELAWAEE 25 — MISSISSIFPI 4z - 5 .DAKOTA
9 - DIST. <OF COLUMBIR 26 — MISSCURI 45 - TENNESSEE
10 - FLORIDA 27 — MONTANA 44 - TEXAS
11 - GEORGIA 28 - NEBRASEA 45 - UTAH
12 - HAWARIT 29 - NEVLDE 46 - VERMONT
13 - IDAHO 30 - WEW HAMPSHIRE 47 - VIRGINIA
14 - ILLINGIS 21 - NEW JERSEY 48 - WASHINGTON STATE
15 - INDIANA 532 - NEW MEXICO 49 - WEST VIRGINIA
16 - IOWA 33 - NEW YOREK 50 - WISCOMNSIN
17 - EANSAS 34 - N. CAROLINA 51 - WYCMING

ENTEE NUMBER OF COREECT ANSWEE (ENTER 0 IF NONE) 7

i Stant @.'L"-.|:||:|Ii|::ati|:|r|:s: for Debbie Ba... % Rita00 %9 Corel WordPerfect - [Docu...

Enter the code associated with the State that the employee incurred State income tax liability as a result
of taxable moving expenses.

Note: The State codes are associated with the RITA software andttee same as the State numeric
codes used by FSA.

PRESS "Enter".

Continued on the next page
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Notice FI-2462 Exhibit 1

Instructions for Using PC Software to Calculate RITA (Continued)

The following is an example of Screen 12.

ENTEE LoCAL TAX RATE
IN DECIMAL FORMAT { e.g. enter 20% as .30; maximum of .70) 7

il Start | [ Applicatio.. | T8 GroupWwis... | %§8 CorelWor... | 1= 3% Floppy... HE RITADD WA N R 2D go5aM

If employee is subject to local tax, enter the percentage of local tax. If employee is not subject to local
tax, leave blank. The software defaults to "0".

PRESS "Enter".

Continued on the next page
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Notice FI-2462 Exhibit 1

Instructions for Using PC Software to Calculate RITA (Continued)

The following is an example of Screen 13.

INPUT CFFICE NAME D

ﬂ Start E.ﬂ.ppliu::atiu___ mE.i[I:II_JFll'-."'."liE!... !‘y Corel Wor... 3% Floppy... %HITN]U @}.NMF C@O_'J_’] B5:28 AM

Enter the name of the employee’s headquarter County Office and PRESS "Enter".

Continued on the next page
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Notice FI-2462 Exhibit 1

Instructions for Using PC Software to Calculate RITA (Continued)

The following is an example of Screen 14.

INPUT CFFICE NAME 7 Roseau County

INEUT ACTIVITY NAME D7

ﬂ Start E.ﬂ.pplil::atil:l... & d Grouphafis... | 5 Corel Wor...

ENTER "RITA Calculation" and PRESS "Enter".

Continued on the next page
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Notice FI-2462 Exhibit 1

Instructions for Using PC Software to Calculate RITA (Continued)

The following is an example of Screen 15.

INPUT OFFICE NAME : 7 Roseau County

INPUT ACTIVITY NAME : ? RITAR Calculation

INPUT AUTHORIZATION NO. ?

i@ Start | [ Applicatio... | (3 Groupwis... | %@ CorelWor... | =2 3% Floppy... || B RITADD WA N R 2O g35aM

Enter the State Office assigned log number associated with the employee’s WTA. If there is no log
number, leave blank.

PRESS "Enter".

Continued on the next page
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Notice FI-2462 Exhibit 1

Instructions for Using PC Software to Calculate RITA (Continued)

The following is an example of Screen 16.

ENTERE YEAR EMPLOYEE EEPCRTED TO NEW JOB - USE 4 DIGITS (19585 - Z000) 27

ﬂ Start E.ﬂ.pplil::atil:l... & d Grouphafis... | 5 Corel Wor...

Enter the 4-digit year that the employee reported to work in the new county and PRESS "Enter".

Continued on the next page
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Notice FI-2462 Exhibit 1

Instructions for Using PC Software to Calculate RITA (Continued)

The following is an example of Screen 17.

ENTEE YEAR EMPLOYEE REFCETED TO NEW JOB - USE 4 DIGITS (1985 - 200037 1999

ENTER EEPORTING DATE MONTH - USE THO DIGITS (01 TO 12} 7

io... | {3 Groupiis... | %§ Corel Wor.. | =33% Floppy... || 8 RITAOD WA N B R ZOE g40aM

Enter the 2-digit month that the employee reported for duty in the new county and PRESS "Enter".

Continued on the next page
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Notice FI-2462 Exhibit 1

Instructions for Using PC Software to Calculate RITA (Continued)

The following is an example of Screen 18.

ENTEE YEAR EMPLOYEE REFCETED TO NEW JOB - USE 4 DIGITS (1985 - 200037 1999
ENTER EEPORTING DATE MOWNTH - USE THO DIGITS (01 TOo 12} 7 08

ENTER REPORTING DATE DAY - USE TWo DIGITS (01-31) 7

io... | {3 Groupiis... | %§ Corel Wor.. | =33% Floppy... || 8 RITAOD WP N R 2D 54680

Enter the 2-digit day that the employee reported for duty in the new county.
Note: If the day is less than 10, enter a leading "0".

PRESS "Enter".

Continued on the next page
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Notice FI-2462 Exhibit 1

Instructions for Using PC Software to Calculate RITA (Continued)

The following is an example of Screen 19.

RITA 2000 . . . . . +« . « & =« + = &« = « =« = « - - FOR YEAR 1 = 1999

ENTEE COVERED TAXAPLE EEIMBURSEMENTS (Mo 5 OR COMMA) 72

i@ Start | [ Applicatio... | (3 Groupwis... | %@ CorelWor... | =2 3% Floppy... || B RITADD WA N R 2D g50aM

Enter the amount of "Covered Taxable Payments" from AD-1000, Block 5.
Note: Include the decimals, but omit the dollar sign and commas.

PRESS "Enter".

Continued on the next page
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Notice FI-2462 Exhibit 1

Instructions for Using PC Software to Calculate RITA (Continued)

The following is an example of Screen 20.

RITZA 2000 .

. FOR YEAR 1 = 15959

ENTEE COVERED TAXAPRLE REIMBURSEMENTS (Mo 5 OR COMMA; 7 5893 .20

ENTEE TOTAL AMOUNT OF WITHHOLDIMNG TAX ALLOWANCES
PATD IN YEAR 1 (NO 5 OR COMMA) 7

io.. | (g Grouphis... | %8 Corel wior. | &2 3% Floppy... HE RITADD WP N R 2D 55480

Enter the amount of WTA paid in Year 1.

Note: Include the decimal, but omit the dollar sign and commas.

PRESS "Enter".

Continued on the next page
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Notice FI-2462 Exhibit 1

Instructions for Using PC Software to Calculate RITA (Continued)

The following is an example of Screen 21.

THE FOLLOWING INES IS MNEEDED To CALCULATE FICA WITHHOLDING
ON THE FINAL RELOCATION INCOME TAX ALLOWANCE

ENTER CLAIMANT'S Z000 YEAR-TCO-DATE INCCME SUBJECT TO FICA ¢

io... | {3 Groupiis... | %§ Corel Wor.. | =33% Floppy... || 8 RITAOD WA N B R ZDE g59aM

Enter the employee’s 2000 year-to-date gross income.

Note: The year-to-date gross income can be found on NFC’s database, using IRIS Screen 103 and
PRESS "Enter".

Continued on the next page
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Notice FI-2462 Exhibit 1

Instructions for Using PC Software to Calculate RITA (Continued)

The following is an example of Screen 22.

THE FOLLOWING INES IS MNEEDED To CALCULATE FICA WITHHOLDING
ON THE FINAL RELOCATION INCOME TAX ALLOWANCE

ENTER CLAIMANT'™S Z000 YEAR-TO-DATE INCCME SUBJECT TO FICA 7 47961.80

WHAT IS CLAIMANT'™3 FICA CATEGORY:

1 - SUBJECT TC FICA WITHHOLDING FOR MEDICARE ONLY. PERMANENT
EMELOYEES WHO HAVE BEEN CONTINUDSUILY EMELOYED BY THE
FEDEREAL GOVERNMENT SINCE 12-31-83 FALL INTS THIS CRATEGORY.

Z — SBUBJECT T FULL FICA WITHHOLDING. ALL TEMPORARIES AND
FEEMANENT EMPLOYEES WHO ENTERED OFR RE-ENTEEED FEDERAL
SEEVICE AFTER 12-31-83 FALL INTS THIS CATEGCORY.

ENTER NUMBEE OF CORRECT ANSWER 7

il Srant | [ ] applicatio.. | 5 Grow .| %% Corel “Waor... g . 7 N L@ 905 aM
R star] ! NBIR A

If the employee’s retirement coverage is:

« CSRS, ENTER "1"
* CSRS-offset, FERS, or FICA only, ENTER "2".

PRESS "Enter".

Continued on the next page
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Notice FI-2462 Exhibit 1

Instructions for Using PC Software to Calculate RITA (Continued)

The following is an example of Screen 23.

YO MAY NOW ENTER INFCEMATION ON ANY EMPLOYEE DEETS THAT ARE TO BE
WITHHELD FECM THE FINAL RITA PAYMENT, 3UCH A3 FOR OUT3TANDING
ADVANCES, SHIPMENT OF HOUSEHOLD GOODE IN EXCESS OF THE WEIGHT
LIMIT, ETC. YoU MAY ENTEE UP TO TWO (Z) DEBTS.

Do ¥OU WANT TCO ENTEE ANY EMPLOYEE DEBTS - ENTEE ¥ CR N - 7

ﬂ Start @.ﬂ.pplin::atiu:n... & o (Gro, | %% Corel Wor... 5 OppY... E.‘J-FIITAI]I] 5y 910 AM

ENTER "N" and PRESS "Enter".

Continued on the next page
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Notice FI-2462 Exhibit 1

Instructions for Using PC Software to Calculate RITA (Continued)

The following is an example of Screen 24.

Usk FOE CALCULATING WITHHOLDING TAX ©ON THR
YEAE Z RITA PAYMENT (ONE SELECTION ONLY)
1 - ALABAMA 18 - EENTUCKY 35 - M. DAREOTR
Z - RALASER 1% - LOUISTIANA 36 - OHIO
3 - ARIGONR 20 - MARINE 37 - OELRHCMER
4 - ARRKANSAS 21 - MAEYLAND 38 - OREGON
5 - CALIFORNIA 22 - MARESACHUSETTS 39 - PENNSYLWVANIA
6 - COLORADO 23 - MICHIGAHN 40 - REHODE ISLAND
7 - CONMNECTICUT 24 — MINNESOTR 41 - S .CARCLINA
2 - DELAWARE 25 — MISSISSIPPI 42 - 5 _DAKOTR
9 - DIST. ©OF COLUMBIA 26 - MISSOURI 43 - TENNESSEE
10 - FLOEIDA 27 — MONTRNA 44 - TEHRS
11 - GEORGIA 28 - MNEBRASKA 45 - UTAH
12 - HAWAIT 29 — NEVADER 46 - VERMONT
13 - IDAHOC 30 - MNEW HEMPSHIEE 47 - VIRGINIR
14 - ILLINGIS 31 - NEW JERSEY 48 - WASHINGTOMN STATE
15 - INDIANA 32 - NEW MEXICO 48 - WEST VIRGINIA
la - TIOWA 33 - NEW YORK 50 - WISCOMNSIN
17 - ERNSRS 54 - N. CRROLINA 51 - WYCMING
ENTEE NUMBEER OF COREECT ANSWEE (ENTER 0 IF NONE) 7

i Stant @.-'1'-.|:||:||i|::ati|:|r|:5: f... se- ... | % Corel WordPe...| =3 3% Floppy (4] %HITAUD @?'.NMF CQ._.:::._ 0"‘_’] 44 AM

Enter the code associated with the State that the employee will incur income tax liab@dpinSelect
the code from the Screen.

Note: The State codes are associated with the RITA software andttee same as the State numeric
codes used by FSA.

PRESS "Enter".

Continued on the next page
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Notice FI-2462 Exhibit 1

Instructions for Using PC Software to Calculate RITA (Continued)

The following is an example of Screen 25.

RITA CALCULATION, YEARZ = Z000 AND YEARL = 1939

HNAME ©OF CLAIMANT : 51y Barker

53N OF CLAIMANT : 345/67/8992

EARNED INCOME FOR YEAR 1 : 5 G4, 220.40

FILING 3STRTUS : MARRIED FILING JOINT RETURN

FEDERAL TAX EATES : .28 (¥YR1}; .28 (YRZ)

STATE TAX RATE AND STATE : L0725 MINNESOTR

LOCAL TAY EATE BASED ON INCOME: 0

COMBINED MARGINAL TAX RATES : L3322 (¥YR1); .3322  (YRZ)

COVERED TAXABLE REIMBURSEMENTS: S 5,893.20

TOTAL RELOCATION INC.TAY ALLOWANCE (YEAR Z) : 5 2,931.60
LESS WITHHOLDING TAX ALLOWANCES (YEAR 1) @ S5 -1,473.30

FINAL RELOCATION INC.TAY ALLOWANCE (YEAR Z) 5 1,458.30
LESS Z8% FED.WITHHOLDING TRY FORE YEAR 2 = -408 .32
LESS FICA TAY = -111.56
LESS STATE WITHHOLDIMNG TAX FOR YERR 2 g -87.50

NET PAYMENT FOR YEAE 2 AFTER WITHHOLDING = 850.92
LESS OFFSETS = 8 0.00

HNET RELOCATION PAYMENT TO CLAIMANT = 850.92

Do Yo WANT TC PRINT THIS ( ENTER Y OR M ) 7

ﬂ Start E.'L"-.|:||:l|il::-3til:lr'|:5: f...

This screen will be displayed with the calculated amount of the payment due the employee or the amount
the employee has been overpaid. ENTER "Y" to print the report or "N" if the report is not to be printed
and PRESS "Enter".

Note: Do all of the following if the report does not print from the RITA software properly:

* PRESS the "Print Scrn" key on your keyboard, which will store the image in the PC’s
clipboard

¢ open your word processing application to create a new document

* use the "Paste" function in the word processing application to copy the PC’s clipboard image
of the screen into the document

* use the word processing application’s print function to print the document.
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Notice FI-2462 Exhibit 1

Instructions for Using PC Software to Calculate RITA (Continued)

The following is an example of Screen 26.

Do ¥OuU WANT TCO DO ANOTHEE RITA CALCULATION
FOR YEAR 1 = 1999 AND YEAR 2 = 2000
{ ENTEE ¥ CR N |} 7

gl Start | [ Applications f.. | (8 Grouphwise - . | % Corel WordPe...| 1= 3% Floppy [4:) HE RITADD WP N 2 DES 10,0340
If the user has another RITA calculation to perform, ENTER "Y". If not, ENTER "N".

PRESS "Enter".
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